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If you have any questions, email rollins@ulm.edu or call *3386

What's the
04 Work Study
Student has an unmet need of
$3000 or more
Student is paid from federal
funds
Students with unmet need of
$2,999-501 may qualify for 04 on
a case-by-case basis
Must be enrolled for the semester
in which they want to work

difference?
03 Student Worker
Has an unmet need less
than $3000
Paid through department
funds
Went over budget
through 04 funds
Does not have to be
enrolled

Student Employment
Student finds job of
interest on Career
Center website.

Supervisor fills out
authorization form
and sends to
Sandel 139

process

Student emails supervisor
to express interest in work
study position.

Authorization is checked
for 04 status and
approved. Email is sent to
HR and supervisor

Supervisor interviews
student or other
department
application process

HR asks for
paperwork and then
sends approval
email.

Authorization Form 101

*This is a NEW form. If the form you have saved says financial aid, you need to update it!

Authorization Form 101

Authorization Form 101

Once a student is

approved..

1.

How to Hire
A Student
REVIEW

Signed and return student's
authorization form to Career
Services - Sandel 139

2. For new student employees,
complete and return the new hire
packet to Human Resources for
each student who hire for the
semester
3. Submit hiring documents prior
to students beginning work each
semester
4. Use Budget Tracker to ensure
that you are are not over budget.

If you have any questions, email rollins@ulm.edu or call *3386

Pay Rate Increase Justification

If you are planning to pay a student worker over 7.25, you must fill out a pay rate increase justification form.

Hour Restrictions

Students can work no more than 20 hours per week.
In certain instances students may be allowed to work up to 25 hours per week. In this
case, an hour increase justification form must be filled out and turned into the career
center. There also needs to be a letter that justifies the increase in hours

Job Separation/Termination

If for any reason a student has to be separated/terminated or if they no longer wish to do student work, a job
separation form must be filled out and turned into the student employment office.
If a student gets a new job
If a student is habitually late/breaks rules etc
If a student graduates in Fall and has WS authorization for Fall/Spring
You do not need to fill out a form if a student graduates at the end of their WS term or decides to not come back
the next year.

Tracking Work-Study Earnings
Students are paid according to
the pay schedule that is
posted on the Campus
Employment site

Supervisors are encouraged to
maintain their own records to
ensure their students are
within their budget.

A Work-Study Tracker is

provided to each supervisor.
KEEPING STUDENTS WITHIN

THEIR BUDGET IS IMPORTANT!
We cannot guarantee funds
for students earning more
than their allotment

Payroll - Completing the I-9 Form
It is the supervisor's responsibility to complete page 2 of
the I-9 with their student employee.

The identification document must be an original

(Copies or faxes of the document are not acceptable)
Make a copy of the identification document and
submit it with the I-9.

Page 3 of the I-9 lists the acceptable documents to
confirm identification:

One item from List A or

One item from List B and one item from List C

Contact HR if you need assistance.

Human Resources Note
*When complete documents be sure to write the

student's legal name and SSN/CWID on all documents.
*Human Resource requires a copy of the social security
card before a student can begin working.

Payroll - Timesheets
Timesheets must be submitted and approved in self-service
Banner. See payroll schedule for deadlines.
- http://banner.ulm.edu

- http://ulm.edu/hr/payroll.html
Timesheets should be double checked for accuracy before being
approved.

Be sure the student is only claiming hours they have worked.
Be sure the timesheet completed is the correct type (03 or
04)

